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Health and Safety and First Aid Policy
1. General Statement of Intent
The primary aim of [Clay Club Name] is to provide a safe, secure, and stimulating environment for all children, staff, and visitors. We are committed to taking all reasonable steps to ensure the health and safety of every person on the premises and during club-related activities. The Club Manager, [Name of Manager], holds overall responsibility for implementing and maintaining this policy.

2. Risk Assessment and Hazard Management
2.1 Risk Assessment
· A written Risk Assessment will be completed for the premises, all regular club activities, and any specialized equipment ([e.g., kiln, pottery wheels, heavy tables]).
· Risk assessments will be reviewed at least annually or whenever there is a significant change in equipment, activity, or premises.
2.2 Specific Clay Hazards
Staff are trained to manage and minimise the following hazards:
· Clay Dust Inhalation: Clay dust can cause respiratory irritation. We will ensure all dry clay scraps and dust are wet-cleaned (mopped or sponged) and never swept.
· Sharp Tools: All sharp or pointed tools ([e.g., fettling knives, wire cutters]) will be stored securely and access will be strictly supervised by staff. Children will be taught the safe handling of all tools.
· Heavy Materials: Children will be supervised when handling heavy bags of clay or buckets of water/slip to prevent strains or injuries.
· Kiln Safety: The kiln area is designated as Out of Bounds to all children. The kiln will be operated exclusively by a trained and authorised adult ([Name of authorised person]). A clear barrier or lock will be in place around the kiln, especially when it is firing or cooling.
· Glaze Chemicals: All glazes and chemical mixing materials are stored in secure, locked containers out of children's reach. Children will only use pre-mixed, non-toxic glazes, and appropriate personal protective equipment (PPE), such as gloves, will be available if required.

3. Accident Prevention and Emergency Procedures
3.1 Fire Safety
· The Club Manager is responsible for ensuring all staff are aware of the fire procedures and the location of fire exits and assembly points.
· Fire drills will be conducted at least [Frequency, e.g., once per term].
· The designated assembly point is [Location, e.g., The school playground by the main gates].
3.2 Equipment and Premises
· All electrical equipment, including the kiln, lights, and pottery wheels, is subject to regular PAT testing (Portable Appliance Testing) and maintained in safe working order.
· Any faulty equipment, dangerous chemical leaks, or physical hazards (e.g., damaged flooring) must be immediately reported to the Club Manager, recorded, and fixed before the club resumes.

4. First Aid Procedures
4.1 First Aid Provision
· The club will always have at least one designated, qualified First Aider present during all operating hours.
· Current First Aider(s): [Name(s) and Qualification End Date]
· A well-stocked First Aid box is kept in [Location of box, e.g., The locked cupboard next to the sink] and its contents are checked monthly.
4.2 Responding to Incidents
In the event of an accident or injury:
1. The nearest staff member must immediately assess the situation and ensure the safety of the injured child and the safety of the remaining children.
2. The qualified First Aider must be called immediately to attend to the injured child.
3. Only the qualified First Aider will administer necessary treatment.
4. If the injury is severe, the First Aider will immediately call 999/111 and then inform the Club Manager.
5. The Club Manager will then contact the child's parents/carers.
4.3 Documentation
· All accidents, injuries, and treatments must be recorded on a formal Accident Report Form on the day of the incident, including:
· The time, date, and exact location of the incident.
· The nature of the injury.
· The name of the staff member who administered first aid.
· Action taken by the club.
· A signature from the parent/carer upon collecting the child.
· In the event of a serious accident (as defined by RIDDOR - Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013), the Club Manager must report the incident to the HSE (Health and Safety Executive) immediately.

5. Administration of Medication
· We will only administer prescription medication to children with the prior written consent of the parent/carer.
· All medication must be stored in its original container, clearly labelled with the child's name, dosage, and instructions, and kept in a secure, locked cabinet [Specify location].
· Every instance of medication administered must be recorded on a Medication Administration Form, signed by two staff members (one administering, one witnessing).

6. Contact and Review
· Club Manager: [Manager's Full Name and Contact Number]
· Policy Review Date: [Date] (to be reviewed at least annually).
This policy should be signed by the Club Manager and made available to all staff and parents.
Would you like me to help you draft the Risk Assessment document to accompany this policy, focusing on the specific risks of clay work?
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